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I |
4 Announcement No. 71-15 Date: 29 Oct 15 %
U% POSITION VACANCY ANNOUNCEMENT ;U

"‘% Eligible employees who are interested in being considered for the following vacant position(s) should submit the required documents listed ‘
‘ below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the ‘

H closing date, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only H
‘T individual selected for interview will be contacted. Submitted applications will not be returned. For information call 645-3370. H
“’f’ ***x PLEASE BE ADVISED SUBMISSION BY EMAIL OR FAX WILL NO LONGER BE ACCEPETED *** H
‘o‘% For those who do not have access to Camp Foster may drop off their application at Air Force or Navy HRO. H
o% TROMIISHEE FLT A EEAIT, BREGEZ2HBO L, TRICHEESNLELHEEZ A 16 : 30 TTICATFHARANEAR (Fr &
U% TTx AL —HESTA 95, 28 ICRELTISY, MEODHZERIZIMNITONEEA, ERHEED L, WHEEOHICTEREL H
[ FTOTITATIN, #HINSEERHOBRAMNINZ LEYA, BHWEDLEITAARNEE (645-3370) F CTIHEFE T I\ [
H A—VIFAX TOISEITZ AT TE Y £/ A. Foster D/RRAAR2NFIX Air Force/Navy HRO IZHH T &, H
\ . ; \
% PWO #: 107 Position title: Recreation Assistant, #343, BWT-1, Grade-3 »
ﬂ% IHA F/T Permanent ‘ Number of position(s): 1 ‘ Location: Foster H
U Organization: MCCS Div, Business Ops Br, Retail Sec, Foster Custom Shop & Framing H
H Area of consideration  ZEAE#HGFA: Closing date: ~ (#ZH{IlR) H
‘T Okinawa Wide (MLC/IHAs employed in Okinawa) 5 Nov 15 H
“’f’ MPRRENICTEA I TWA L2 MLC/IHA IE£8 H
ﬂ% Summary of duties: Responsible for assisting in the daily operation of Foster Framing and/or Custom Shop. H
W Serves as a central source of information to visitors and patrons regarding programs and services offered. H
ﬂ% Responsible for scheduling of product delivery due dates for each order accepted and ensuring that H
ﬂ% information is relayed to the appropriate personnel as well as ensure completion dates are met. H
i Provides World Class Customer Service with an emphasis on courtesy, assisting customers and A

ﬂo communicating positively in a friendly manner. Asks questions to determine, verify and solve problems. H

Alerts management for help when problems arise. Required to monitor the front counter at all times,
5 safeguarding all custom frames and other related merchandise. Frequently ensures the countertops are clean |
| and organized. Ensures the store is clean and organized as well as secure at close of business. H

a Assists in performing sales clerk duties, to include working with cash registers, and preparing daily activity
l reports for the facility. I

Upon management request, helps assist with preparing and fabricating of custom order frames and/or shifts.
May be requested to assist with administrative duties such as data entry, receiving reports...etc, and any .
other related tasks as assigned. )

Helps assist in the monthly and year end merchandise inventory counts. Supports Foster Framing function in a
providing assistance in the preparing of and during the special sales and events, as directed by the )
supervisors. Performs other related or incidental duties as assigned by the Facility Manager. )

Qualification Requirements &#& 514 i

1. Ability to communicate in English orally and in writing (Must be at the LAD-2 level) °}
2. Ability to use Microsoft Word and Excel spreadsheet ]
3. Highly skilled in time management, problem solving and working with minimum supervision ’
Work Schedule: Tue — Sat, 1000-1900

Required documents MEEENE . :
1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire | 1- MC:I'zAC@HRQ/MLC-I'jA 12300/2 (Rev 4/14) & HfH# :
2. Copies of certificates/licenses 2. RFRE - R TRED 2 ¥ — J
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